






Soo 





=S re) 


== pat? 
== /f < , eis 08 


BALANCE SHEET 























Sos 








== ‘| Volume II Number,8 


= MAY, 1921 


=a CONTENTS 


= Association Meetings................ 
== The Business Course in the Senior 
== nd nae ndt hw a baad i 
English for Business................. 7 
es sisi a ah nie hates bod 2 10 
— Commercial Education (A Drawing).. 12 
= oO rere 13 
—— New Home of Rider College.......... 14 
3 Bookkeeping Routine (A Chart)...... 17 
== Elementary Test in Bookkeeping..... 20 
as Examination in Bookkeeping. . 21 
= Problem in Partnership Bookkeeping. 22 
Problem in Accounting.............. 23 








Solutions of Accounting Problems... 25 
EE Eon rre 27 
Accounting Terminology. . Yee 
The Blank Book—How Made......... 30 


This issue—36 pages 









































ror 














St Eat 3 + etme 


A Broad Knowledge of 


Accountancy— Theory and 


Practice, insures a greater 
range in the classroom; insures a re- 
serve of technical knowledge to meet 
the demands of every occasion. An 
analysis of those who have subscribed 


for our course during the past year 
shows— 


158 High School teachers, 
136 Business College teachers, 
35 College teachers, 

9 Normal School teachers, 

9 Parochial School teachers, 

4 University teachers, 

2 Y. M. C. A. teachers, 

2 Superintendents, 

1 State High School Inspector. 


There are thirty lessons. A set of reference texts is 
furnished. The course is given under the direction of a 
Certified Public Accountant. All questions and problems 
are selected from C. P. A. and Institute examinations. 
The working papers submitted for review are returned with the 
accountant’s report. Standard solutions are enclosed with each 
report for comparison. Consultation privileges. Employment service. 


If you want to know how you can secure this course at cost of 
material and service, write for information. 


Cc. P. A. DEPARTMENT 


South-Western Publishing Company 
309 West Third Street 
CINCINNATI, OHIO 
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EASTERN COMMERCIAL 
TEACHERS’ ASSOCIATION 


Seven hundred teachers attended 
the meetings of the Eastern Commer- 
cial Teachers’ Association at McAl]pin 
Hotel, New York City, March 24 to 
26. Five hundred commercial schools, 
public and private, were represented. 
F. G. Nichols, President of the Asso- 
ciation, emphasized the changed atti- 
tude of the teachers of commercial 
subjects by referring to the leading 
items on the program. 


One of the topics concerned “The 
Place of Commercial Education in 
the Continuation School Program.” 
This discussion was led by Paul S. 
Lomax, Specialist in Commercial Ed- 
ucation, New York State Educational 
Department. Another topic related 
to “What Three Years of Soldier 
Rehabilitation have Taught Commer- 
cial Educators.’’ This discussion was 
led by C. E. Hostetler, Supervisor of 
Commercial Education, Federal 
Board for Vocational Education. 

The new officers elected for the 
coming year are: D. A. McMillin, 
Central High School, Newark, N. J., 
President; Mrs. Winter Drew, Wash- 
ington Irving High School, New York 
City, Vice-President; F. A. Tibbetts, 
Dickinson High School, Jersey City, 
N. J., Secretary; L. B. Matthias, 
Bridgeport High School, Bridgeport, 
Conn., Treasurer. 

The annual meeting will be held 
next year in Trenton, New Jersey. 
Some of the sectional meetings will be 
held in the new home of the Rider 
College, shown on page 14. 


CENTRAL COMMERCIAL 
TEACHERS’ ASSOCIATION 


A splendid program has been pre- 
pared for the annual meeting of the 
Central Commercial Teachers’ Asso- 


- clation to be held at Fort Dodge, Iowa, 


May 5,6and 7. Thursday is known 
as managers’ day. Two topics for 
discussion appear on the program. 
The first topic relates to ‘College 
Credits for Work Done in Private 
Business Colleges.’’ The discussion 
will be led by A. F. Gates, Presi- 
dent of the Association and Man- 
ager of the Waterloo Business College. 
He will report on the result of a per- 
sonal investigation and of a confer- 
ence held in Chicago on March 17 
with the North Central Association 
of Colleges and Secondary Schools. 


The topic for discussion at the after- 
noon session is “Standard Courses of 
Study,” led by B. F. Williams of the 
Capital City Commercial College, 
Des Moines, Iowa. Friday and Sat- 
urday are known as teachers’ days. 
A feature of these meetings will be 
addresses by Woodbridge N. Ferris of 
Ferris Institute, Big .Rapids, Michi- 
gan, Ex-Governor of Michigan. 


Other speakers of prominence in- 
clude H. E. Read of St. Louis, S. J. 
Shook of Topeka, J. S. Knox of Cleve- 
land, A. E. McClenahan, State Super- 
intendent of Public Instruction of 
Iowa, W. C. Stephens of St. Paul, 
E. B. Lyons of Dubuque, Miss Nettie 
M. Huff of Kansas City, and the 
world’s champion typist, Miss Mar- 
garet Owen. 
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THE BUSINESS COURSE IN THE SENIOR HIGH SCHOOL 


W. B. MIKESELL 
State High School Supervisor 
Austin, Texas. 


High School Business Education looks toward a new birth as an essential 
part in the development of big business. A change similar to that experienced 
in the agriculture, home economics, and mechanic art courses, under Smith- 
Hughes subsidy, is due in business training. Most of the nation’s young 
people go into pursuits more or less commercial i in character; yet commercial 
training was not largely considered in the original federal aid measure, and 
has lagged behind other vocational lines. It is yet in a formalized stage. 

_ Signs of a better day are coming to light. The Federal Board for Voca- 
tional Education has an Assistant Director of Commercial Education. A 
number of states are appointing directors to work in conjunction with the 
Federal Board, and federal aid is obtained for young business workers, under 
limited restrictions, in part-time and continuation schooling. Through state 
and city directors surveys are being made, and books and bulletins are being 
written for making high school training function more largely in the world 
of growing business. 

The change in character of the work is far enough along that we may 
fairly predict its course and outcome. The outcome will not be an ideal fixed 
state but a mobile condition, in harmony with the progressive changes in 
business and social life, consequent upon increase in population and enlighten- 
ment in sciences. Study of business does not turn toward the buried dead 
of a dead past, as do some high school studies, but toward familiarization 
with vital social forces in operation wherever children grow and teachers 
teach. Not within the covers of books or the walls of schoolrooms is the last 
word in business study to be found, but in business institutions themselves. 
It is a laboratory course, and the business world is the laboratory. 

This change will not mean a use of fewer texts and references—rather 
the opposite, as materials must be kept up-to-date, and used incidentally as 
tools for the gaining of large, real ends. It is in some of the newer texts that 
this trend is apparent. One just off the press presents the subject of book- 
keeping and accounting by topics. Each chapter, covering one topic, is divided, 
like Gaul, into three parts—a discussion of the principles involved, a series of 
thought questions and short problems for class discussion, and then labora- 
tory exercises. This method of treatment permits a closer relation between 
school work and the multiform records found in business establishments. 
The variation from the long sets and exercises common to most bookkeeping 
texts affords a larger place for class work. In the preface of a late book in 
practical English the following principles are set forth: A textbook should be 
primarily a laboratory guide. The most important thing for a pupil to learn 
is not theory, but a method of work. Practice in expression has little value 
unless it grows out of a real situation and involves genuine personal experience 
and creative imagination. 

In making a program for a senior high school commercial course the 
viewpoint and aims of the program maker are of first and vital importance. 
It should be aimed at a definite mark for the highest stakes obtainable. The 
timeworn purpose of supplying employers with a quickly finished selection 
of stenographers and bookkeepers does not accord with the opportunities 
open to the select group of boys and girls that survive to the senior high 
school. From these must come the leaders of business service; certainly of 
technical lines, and most likely of business in general. 
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In the trend of revivified business education two worthy aims are out- 
standing. The Federal Board emphasizes training each year for positions 
open to students at their age level, simultaneously laying the foundation for 
advanced business study and development. According to one New York 
University authority, the primary aim for the commercial high school is to 
lay the foundation for the highest lines of specialized business service. The 
immaturity of high school students, as well as the limited time and range of 
experience provided in high school, prevent complete training for such’duties 
as those of the Certified Public Accountant, private secretary, advertising 
expert or commercial teacher, but the senior high school may “carry on.” 
It is a necessary portal to these professions. At any rate, its aim should be 
beyond that of a six months’ business college. Not every high school can 
afford a wide range of subject matter, but every school can afford to impart 
high ideals and an aim in keeping with the rich and various opportunities 
open to present-day students. 

With such high aims the high school cannot always be a finishing school. 
Education for leadership is necessarily a continuous process. The aim must 
be the starting rather than the finishing of students. The more fortunate 
students, on finishing the high school course, will be able to continue their 
chosen course in the university or higher school of commerce, with incidental 
business experience. Yet those who must give attention to full time work 
may still hope to build upon their foundation by correspondence, extension, 
or home study. The two main ingredients in a thorough business education 
being theoretical study and practical experience, the question of the proportion 
of these which will yield the best returns must be left to individual experience. 

While a large city high school may offer a wide variety of courses, and 
smaller schools may offer but one, the principles underlying the selection are 
much the same. Selection should be made according to the marginal utility 
theory of economics—selecting first the course or studies of greatest good to 
the greatest numbers. As the varying aims of students are to be taken into 
account, all could not profitably take one course, nor could a school afford to 
allow each student to frame a course for himself. The happy medium appears 
to be a selection of one or more courses, each directed toward a major aim 
or field of service of vital importance in the community. By various groupings 
of the same subjects, the same classes may serve students of different aims. 

For the specialized iines of business service, more or less akin to pro- 
fessions, a considerable amount of theoretical study is necessary; so that for 
these lines the senior high school students may have a decided advantage 
over those who left school for an earlier business start. The more common 
of these near-professions may well serve as marks toward which courses of 
study may be directed. While new fields are opening concurrently with 


business reconstruction, the following list may serve as representing available 
possibilities: 


1. Auditing, and public accounting. 
2. Secretarial work. 
3. Teaching business subjects in high school or college. 
4. Retail selling and store service. (Bulletin 122, Federal Board for 
Vocational Education.) 
5. Salesmanship and professional buying. 
6. Advertising. 
7. Banking and finance. 
8. Insurance. 
9. Foreign Trade and Shipping. (Bulletin 24, Federal Board for Voca- 
tional Education.) 
10. Commercial Engineering. 
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When it comes to making a course of study under one of these captions, 
we are limited to subjects thus far prepared as teachable high school units. 
These subjects should be selected and placed in varying ways to conform 
with peculiar local demand. Since subjects leading toward office work are 
the most widespread, it seems fitting to select for a type course, that which 
lays a foundation for Auditing and Accounting, as follows: 


Tenth Year 
English 
Commercial Mathematics 
Commercial Geography 
U. S. History 
Office practice including typing—three hours per week 
Occupations—two hours per week 


Eleventh Year 
Business English 
History of Commerce and Industry 
Bookkeeping, including business practice 
A laboratory science, or commercial Spanish (To continue two or more 
years) 
Business opportunities—two hours per week 


Twelfth Year 


English, with modern literature, and vocationa! applications 
Introduction to Auditing and Accounting 

Commercial Law 

Economics, with social and civic problems _, 

A half-year course in advanced commercial arithmetic 
Educational ways and means—two hours per week 


It is a mistake to admit to a commercial course, students unfitted by 
inclination or capacity for the work toward which it leads. In the above 
outlined course two hours per week each year were designated in the study 
of business opportunities and educational ways and means. Such a study, 
with sympathetic counseling tends to furnish a basis for intelligent selection 
by the student of the vocation to be followed and the course to pursue in 
preparation for it. It is an extravagant waste to offer technical education 
of any kind without vocational guidance. 


The business courses, by contact with local business, have opportunity 
to render service recognized by the public as of direct value. Teachers and 
directors who can bring business into the classroom and make a place in busi- 
ness for the school will be the main factors in developing commercial education. 





E. E. Spanabel, Principal of the Fifth Ave. Evening High School, Pitts- 
burgh, Pennsylvania, has consented to prepare a special article for the Septem- 
ber issue. Mr. Spanabel has built upa large night school in Pittsburgh. This 
year the Fifth Ave. Evening High School enrolled over fourteen hundred 
students. We have asked him to write about the results obtained and his 
method of encouraging regular attendance. This should be of unusual 
interest to those conducting night school classes. 
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ENGLISH FOR BUSINESS 


J. G. BURRIDGE 
Butte Business College 
Butte, Montana 


The value of a course in English for Business College students lies 
chiefly in the kind of work they do in it. It is a well-known fact that a piece 
of knowledge becomes real to us only when it is connected in some way with 
our activities. You may read a hundred books on letter writing and forget 
them all; study a dozen grammars and be a poor grammarian; but a prin- 
ciple that you have worked out for yourself, you will not forget. 


The Art of Conversation 


Fortunately most of us have to work for a living, and those who may 
have to be clerks in a department store, salesmen on the road, accountants, 
physicians, lawyers, or toilers in any one of hundreds of employments should 
consider carefully the practical value of being able to say just what one means, 
and to say it in an agreeable way. To recognize one’s faults in conversation 
is the first step in the process of overcoming them. It is one thing to have 
these faults, and quite another to know that one has them. A little attention 
day by day to one’s speech, a daily watchfulness of one’s habits, with a deter- 
mination to correct the bad ones is all that is necessary to acquire the Art 
of Conversation in a comparatively short time. 


Our Method 


We have a student committee to report on errors in conversation, 
another committee to report on errors in written work. From these com- 
mittee reports, we arranged this table: 


It is I It is we It was I It was we 

It it he It is they It was he It was they 

It is she It is you It was she It was you 

I did it We did it I have done it We have done it 
He did it They did it He has done it They have done it 
She did it You did it She has done it You have done it 


This table is extended until the correct use of pronouns and adjectives 
is included. 


The Art of Conversation requires that the word should be correctly 
pronounced. The correct pronunciation is easily acquired by arranging a 
table to associate vowel sounds. 


Illustration— 


I am grateful for what is done for me “grayts.’’ (Grate—grayts.) 
The adult’ was adept’ in remembering the address’. 


The Art of Conversation depends upon the choice of words. The mem- 
bers of the class are required to read an assignment in a given time, to write 
an outline, and furnish a list of unfamiliar words. The assignment may be 
a market report, a book, a sermon, an advertisement, a Bible story, a selection 
from Browning, a clearing house statement, or a tax report. The class is 
provided with a typewritten copy of the exercise prepared by the student, 
which they are required to study and correct preparatory to the class criticism. 
The correctly written report is typewritten and a copy is given to the student 
to file. 
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The American Magazine published a list of words most commonly used 
in the composition of some ten thousand letters. Each student is provided 
with one of these lists. The class is given a subject to write about, as, ‘A 
Man Caught in the Rain,” “A Rooster Fight,” etc. The principal words in 
the composition are to be selected from the list. The results of this exercise 
are remarkable. (This list of words will be found on page 9.) 

One student submitted a list of words selected from The Blue Heron’s 
Feather. We used these words to describe a waiter. One wrote, ‘He waits 
on table,”’ another, ‘‘He waits at table.’”’ These two expressions were placed 
on the board, and the correct form deduced as follows: ‘He waits at table, 
he waits in a restaurant, he waits on or upon a person.” 

A tax report contained these statements: ‘The statement can be easily 
proven,” ‘The statement can be easily proved.’’ These were placed on the 
board and discussed. The correct form, ‘“‘The statement can be easily proved’”’ 
was written on the bulletin board. 

One way to correct the habit of putting in too much irrelevant detail in 
written work is to consider the composition with reference to the suggestions 
that follow: 

Point out the greater thought. 

Try to express the greater thought more forcibly. 

Is the greater thought subordinate to detail? 

Is the greater thought strengthened or weakened by the detail? 

Aim to emphasize the greater thought and avoid weakening by the detail. 

The Art of Conversation applied to a letter or written word requires 
continued practice, care and consideration. It is possible to teach the rules 
of composition, grammar, and the mechanics of a letter to the pupil without 
his being aware of what we are “‘up to.’”” To ask the class to learn the dry 
rules of composition and grammar and apply them to selected exercises to be 
handed in for correction by the teacher is an exercise that brings all sorts of 
grief and no results. Imagination must be stimulated to formulate ideas. 
The idea must be expressed in words. To gain the power to say just what 
you mean, and to say it in an agreeable way is the end sought in letter writing. 
When students realize that sixty-five per cent. of business transactions are 
consummated by the written word; that the correspondence of a concern 
is the pulse of its activities; that each letter or written instrument is a repre- 
sentative of the house, then the class will understand and fully appreciate 
their training in the Art of Conversation. The letters you require the pupil 
to write should be closely associated with his activities. The following exer- 
cise will be found interesting and valuable in making the start: 

Write a long descriptive sentence, the greater thought of which is, hap- 
piness, anger, death, joy, forgiveness, simplicity, languor, quality. Call a 
meeting of the Board of Directors of the A. C. M. Company, etc., etc. 

We take the class to visit a wholesale house, and arrange so they can 
get a ‘“‘close-up’”’ view of the correspondence, together with the method of 
handling it. A single case is selected and all the phases of the correspondence 
considered. The last one was the correspondence between the house and a 
dissatisfied customer and the house had not produced the desired results. 

A similar case existed between the house and a Mr. “A,” except that 
Mr. ‘‘A”’ owed the house a past-due account of $300 and had an order placed 
with the house that was not filled promptly. We considered the correspond- 
ence in the case and drew these conclusions: 

First, the delay in shipping the goods was not a serious matter. Second, 
the tone of the complaint was not such as a first-class business man would 
indulge in. Third, the delay was partly due to lack of proper description of 
articles. Fourth, he showed ignorance or carelessness in including goods in 

(Concluded on page 20) 
8 








THE BALANCE SHEET 





LIST OF WORDS 
Reprinted from the American Magazine 





spend addition arrange supply relief 

enjoy employ forenoon assist occupy 
awful property lose difference probably 
usual select combination examination foreign 
complaint connection avenue particular expense 
auto firm neighbor affair responsible 
vacation region weigh course beginning 
beautiful convict wear neither application 
tlight running entertain local difficulty 
travel private salary marriage scene 

rapid command visitor further finally 
repair debate publication serious develop 
trouble crowd machine doubt circumstance 
entrance factory toward condition issue 
importance publish success government material 
carried represent drown opinion suggest 

loss term adopt believe mere 
fortune section secure system senate 
empire relative honor possible receive 
mayor, progress promise piece respectfully 
wait entire wreck certain agreement 
beg president prepare witness unfortunate 
degree measure vessel investigate majority 
prison famous busy therefore elaborate 
engine serve prefer too citizen 

visit estate illustrate pleasant necessary 
guest remember different guess divide 
department either object circular principal 
obtain effort provision argument testimony 
family important according volume discussion 
favor due already organize arrangement 
Mrs. include attention summon reference 
husband allow education official evidence 
amount position director victim experience 
human field purpose estimate section 
view ledge common accident secretary 
election claim diamond invitation association 
clerk primary together accept career 
though result convention impossible height 
o'clock Saturday increase exaggerate organization 
support appoint manner concern emergency 
does information feature associate appreciate 
regard whom article automobile sincerely 
escape arrest service various athletic 
since themselves injure decide extreme 
which special effect entitle practical 
length women distribute political proceed 
destroy present general national cordially 
newspaper action to-morrow recent character 
daughter justice consider business separate 
answer gentleman against refer February 
reply enclose complete minute immediate 
oblige await search ought convenient 
sail suppose treasure absence receipt 
cities wonderful popular conference preliminary 
known direction Christmas Wednesday disappoint 
several forward interest really especially 
desire although often celebration annual 
nearly prompt stopped folks committee 
sometimes attempt motion meant decision 
declare whose theatre earliest principle 
engage statement improvement whether judgment 
final perhaps century distinguish recommend 
terrible their total consideration allege 
surprise imprison mention colonies superficial 
period written arrive assure population 
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THE TEACHING OF BUSINESS LAW 


by 


JAMES C. REED, B. L., LL. B. 
(Continued from March Number) 


Local Cases 


References in the local papers to 
law cases may be turned to good ac- 
count in arousing and maintaining 
interest. The class may be able to 
bring legal papers from home which 
are of an interesting character. Some- 
times documents several hundred 
years old will be brought in, and add 
to the interest by their unique char- 
acter. Old deeds, old wills, anything 
of this character will prevent the 
subject from becoming dull. Copies 
of mortgages, bonds, land contracts, 
chattel mortgages are not hard to 
obtain. In this way no exercise need 
ever be dull, or unprofitable. It pre- 
vents deadness and routine. 


Purpose of the Secondary School 
Course 


Keeping in mind the purpose of the 
secondary school course; namely, to 
familiarize the student with the im- 
portant principles of the law which 
pertain to business; to give them 
such a knowledge of legal rules that 
they may be prepared to judge when 
they can safely decide a legal ques- 
tion for themselves and when they 
need to hire an expert opinion; to 
give them the ability to intelligently 
use legal and business papers; to 
develop the habit of caution and 
deliberation in entering into legal 
relations; to cultivate precision in 
thought and accuracy in statement 
in business affairs; if we bear these 
things in mind we can judge more 
intelligently what the nature and the 
content of the course should be. 


1. <A brief introduction to the 
study, showing the development of 
decisions from the common law, and 
the growth of our statute, as a read- 
justment of the common law to our 
present social and economic condi- 
tions. 
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2. A thorough study of contract 
law. This subject should receive 
careful attention. The fundamental 
principles upon which contracts are 
based, mutuality of consent, offer and 
acceptance, the formation, operation, 
interpretation, and discharge of con- 
tracts, should be studied with care. 
Show that the basis of contract law 
is common sense, and that the pur- 
pose of the law is to carry out the 
intentions of the parties. To this 
end certain rules of law have been 
formulated to assist in the interpre- 
tation of terms that are ambiguous, 
or indefinite. The pupils should also 
be taught to apply the principles of 
contracts to simple cases. They 
should also be made to understand 
that all that is to follow in the way 
of commercial law will be to some 
extent a review and a new applica- 
tion of the principles of contract law, 
and that, therefore, these principles 
should be thoroughly mastered. 


3. The most closely related sub- 
ject to contracts, namely, agency, 
should be taken up next. This sub- 
ject will be easy to teach if contracts 
have been thoroughly comprehended. 
The law of agency is interesting as 
it is so closely related to the lives of 
the pupils. Practical examples from 
personal knowledge can be freely 
used here. 


4. Agency should be followed by 
partnership. This is an important 
subject to the business man and is 
not difficult to comprehend. 


5. Next I would develop sales of 
goods, or personal property. It might 
seem that this should follow contracts, 
but on account of the difficultness of 
the subject I would defer until after 
agency and partnership. Care should 
be taken here not to go too extensively 
into fine distinctions, nor to confuse 
the student with too many conflict- 
ing opinions. Simple examples should 
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be used, and, if possible, those most 
closely related to the lives of the 
students composing the particular 
class. 

6. Bailments should come next 
including innkeepers and common 
carriers. These subjects lend them- 
selves to illustrations that are easily 
understood and these should be freely 
used. 

7. I would follow bailments with 
negotiable instruments. This sub- 
ject has been deferred until this point 
on account of the technicality of the 
subject in order to give the student 
an opportunity to get some hold on a 
legal vocabulary and to obtain some 
experience in legal reasoning. 

8. <A brief study of corporations. 
I would not endeavor to go into this 
subject extensively. Partnership law 
can be reviewed in bringing out the 
differences between the two forms of 
organization. This can be done 
effectively in parallel columns. The 
common law principles underlying 
corporate organization is about all 
that should be attempted. 

9. A concise study of insurance 
would be my next step. This should 
include only a knowledge of the gen- 
eral principles, and something in the 
nature of the different forms of poli- 
cies to assist the student in the in- 
telligent use of insurance in his own 
protection. 

10. Next cones real property. 
This should be studied from a prac- 
tical standpoint and with.no attempt 
to master all the intricacies of the 
subject. Title and real estate mort- 
gages should be studied enough to 
enable the student to intelligently 
seek expert advice on these subjects 
as occasion demands. Landlord and 
tenant can be taken up more fully. 


11. Lastly the subject of wills and 
the administration of estates should 
be presented. This is a vital and 
important subject and one which any 
good business man should study. 


I am aware that very few of us will 
ever agree upon the order of present- 
ing legal subjects or the relative 
amount of time which should be de- 


voted to each one, but I have given 
my views in the hope that they might 
be at least suggestive to some and 
help to clarify your own ideas on the 
subject. 


Methods of Teaching Commercial 
Law to Secondary School 
Students 


1. The lecture method. This 
method is not very well adapted to 
the needs of secondary school students. 
At this age pupils need definite work 
every day, and as a rule they are 
not good note takers. They have 
not the ability to pick out the im- 
portant points and to get down the 
meat of a lecture in a few words. 
They are also eye-minded and do 
not grasp ideas readily by ear. In 
any event the work should be based 
upon a good textbook and the class 
should be quizzed every day. 

2. The case method. The study 
of adjudicated cases from which the 
principles of law are to be formulated 
is too difficult for the average second- 
ary school student. It requires more 
time than an ordinary secondary schcol 
pupil has to devote to it. This 
method is all right for law schools, 
but because of the immaturity of 
judgment of secondary school students 
I do not think it is desirable to use it. 
I believe each student should make 
a study of a few cases during the 
course but I would not depend upon 
this method alone. 

3. The illustrative method. The 
basis of this method is a good text- 
book which states the principles of 
law in clear concise language with as 
few technicalities as possible. The 
text should be written in a precise, 
explanatory style. The text should 
be filled with illustrations of the legal 
principles under discussion. If the 
text does not contain such illustra- 
tions the teacher should be prepared 
to furnish them either by a hypo- 
thetical case or from an actual case. 
In most instances it is best to use a 
judicious mixture of both actual and 
illustrative cases. The success of the 


(Concluded on page 28) 
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CURRENT NEWS 


Development of Commercial 
Education in the various units of 
America’s Public School System and 
its coordination with the fields of 
employment and service is shown 
graphically in the illustration on 
opposite page. The drawing is pri- 
marily designed to picture the ten- 
dencies and facts in so far as com- 
mercial education is concerned. One 
tendency is to plan for all subject- 
matter and material to be presented 
in definite units, each unit bearing a 
relation to the whole scheme, and at 
the same time definitely adding to 
the pupil’s knowledge and practical 
preparation for life. If the subject- 
matter and material are to be pre- 
sented in units, the school system 
should be planned in units, each unit 
bearing a relation to the whole system 
yet having a definite purpose. 


The central pyramid represents the 
6-3-3-2-2 plan: Elementary School, 
first 6 grades; Junior High School, 
7th, 8th, and goth grades; Senior 
High School, roth, 11th, and 12th 
grades; Junior College; and Univer- 
sity. The percentages show the pres- 
ent average number of all pupils who 
enter school who promote to the other 
grades. Alongside of and back of the 
central pyramid are the Continuation 
and Vocational schools, each unit of 
these overlapping the other. The 
Field of Commerce in which are sug- 
gested the various occupations and 
vocations into which the child and 
adult eventually go is shown around 
the entire system. 


The drawing was prepared by C. 
M. Yoder of the Whitewater State 
Normal School, Whitewater, Wis- 
consin, who is also President of the 
Public Commercial Schools Section of 
the National Commercial Teachers’ 
Federation. 


The National Commercial 
Teachers’ Federation will hold its 
next annual meeting at Hotel Statler, 
St. Louis, Missouri, December 27-31, 


1921. The original plans were to hold . 
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the meeting at Detroit, Michigan, 
but it has now been decided to hold 
the meeting in St. Louis. It is not 
too soon to plan to be among those 
present when the meeting opens in 
St. Louis. 


Connecticut Business Teachers’ 
Association. At the annual meeting 
of the Business Educators’ Associa- 
tion, held February 26 at Bridgeport, 
the following officers were elected for 
the coming year: H. C. Post, Water- 
bury Business College, Waterbury, 
Conn., President; W. B. Spencer, 
Principal, Commercial High School, 
New Haven, Conn., Vice-President; 
Mrs. F. H. Jarvis, Merchants & 
Bankers Business School, Hartford, 
Conn., Secretary; J. F. Nixon, Mid- 
dletown Business College, Middle- 
town, Conn., Treasurer. 


A feature of the meeting was the 
state typewriting and shorthand con- 
tests. Miss Emma Seibold of Stone’s 
Business College, New Haven, won. 
the amateur state championship in 
typewriting with a net speed of 92 
words per minute. Miss Jeannette 
Bessner of the Royal Business Col- 
lege, New Haven, won the school 
championship in typewriting with a 
net speed of 75 words per minute. 
Miss Wiliford Wheaton of Stone’s 
Business College won the novice 
championship in typewriting with a 
net speed of 64 words per minute. 
Miss Catherine Robinson, Lyman 
Hall High School, Wallingford, won 
the high school championship with a 
net speed of 61 words per minute. 


In the shorthand contest, dictation 
was given at a rate of 120 words per 
minute and 100 words per minute. 
The 120 word dictation contest was 
won by Miss Catherine Vail of the 
Merchants & Bankers School with 
an accuracy rating of 97.01. The 100 
word dictation contest was won by 
Miss Wiliford Wheaton of Stone’s 
Business College with an accuracy 
rating of 99.80. Miss Wheaton wrote 
505 words with but one error. 
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RIDER COLLEGE IS NOW HOUSED 
IN ITS NEW HOME ON 
EAST STATE STREET, TRENTON, N. J. 


It is undoubtedly the newest college building in the country owned and 
operated throughout by the proprietors of a private commercial school. Messrs. 
Frank B. Moore and John E. Gill are to be congratulated for their enterprise 
in having constructed such a magnificient building. The new building will 
accommodate 3,500 students annually. 

The Rider College is now in its 56th year and has enrolled over 50,000 
students with an attendance of 2,473 in the day and night classes during the 
past year. Thirty-seven instructors are employed, eighteen distinct courses are 
offered. 

“Accredited News”’ for February says: ‘It marks a new epoch in the history 
of the Rider College, one of the largest private commercial schools in the country, 
and is suggestive of larger possibilities and ideals for all men and women of the 
profession.” 

“The Trenton Times’’ on December 31, referred to the new home of Rider 
College in the following words: ‘‘The new building is a decided addition to the 
architecture of Trenton. It is a credit to its builders and it will serve as a hand- 
some and lasting memorial to the pioneer founders of commercial education in 
this section.”” The school was founded by Andrew J. Rider and Thomas 
Stewart. 
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- Bookkeeping and 


The Pacific Union College. We 
believe the readers of ‘‘The Balance 
Sheet”’ will be interested in what our 
Pacific Coast representative has to 
say regarding The Pacific Union Col- 
lege, located on Howell Mountain, 
eight miles from St. Helena, Cali- 
fornia. Mr. ZuTavern says that, 
without a doubt, this is one of the 
most unique and isolated schools he 
has ever visited. After getting the 
directions at St. Helena, he says he 
drove over eight miles of real moun- 
tain road and found this big school in 
the midst of a great forest, away off 
from all civilization. 

There are enrolled in this institution 
at this time three hundred eighty-two 
students who attend classes from 
early morning until I p. m. During 
the remainder of the afternoon each 
student must work at manual labor. 
The young men take up carpentry, 
agriculture and other trades, while the 
young women do dressmaking, cook- 
ing and gardening. 

Twelve years ago, the school was 
started with meagre facilities and 
rather poor accommodations. It was 
thought by the founders of the insti- 
tution that it was an ideal location 


Shorthand Classes 
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because of its isolation, and because 
of the fact that it afforded abundant 
opportunity for industrial develop- 
ment. The college accepts students 
of any race, creed or color, if of a 
good moral character. 

The Pacific Union College, though 
separated from the busy marts of 
trade, has its large main college 
building and chapel, with a pipe organ 
valued at $10,000 which is played by 
students, its ladies’ dormitories, teach- 
ers’ cottages, the three young men’s 
dormitories and a store. The whole 
community is equipped: with electric 
lights and all modern conveniences, 
as well as if located in the city. The 
water supply is from a never-failing 
spring. The students have not only 
constructed the buildings, but at the 
present time do all the work around 
the college. 

The Commercial Department is 
unusually well equipped with modern 
office fixtures. Here over a hundred 
students receive a most practical bus- 
iness training. Professor C. H. Castle, 
Director of the Commercial Depart- 
ment, has seven capable instructors 
teaching the different commercial 
subjects. 
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Mr. ZuTavern remained over night 
and was assigned to the “guest’’ room 
in the boys’ dormitory. He was 
served a delightful supper and break- 
fast. He says, “One of the novel 
ideas I noticed was the ‘Sack Lunch.’ 
Every evening at six o’clock they 
pass around a lunch in a paper sack to 
each student. This is done to save 
. labor in preparing the evening meal 
and washing the dishes afterwards, 
which gives the pupils more time for 
study. No student is permitted out 
after 6 p. m.” He further suggests 
that this is an ideal place for teach- 
ers to spend their vacations. 


Mabel J. And- 
erson is teaching 





commercial _sub- 
jects in the High 
School at Audu- 
bon, Iowa, this 
year. She is a 
graduate of the 


Penn School of Commerce at Oska- 
loosa, Iowa. 

Paul M. Schuyler, the present 
Superintendent of Schools at Deer- 
field, Michigan, has been elected 
Superintendent at Howard City, 
Michigan, for next year. Chas F. 
Hamilton, Principal of the High 
School at Deerfield, will succeed Mr. 
Schuyler as Superintendent next year. 


Lee W. Stebbings, formerly a 
Cost Accountant in Cleveland, Ohio, 
is teaching commercial subjects in the 
High School at Hartford, Wisconsin, 
the home of Kissel Kar. He holds 
degrees from several universities in 
Chemistry and Engineering, but his 
work has led him into Efficiency 
Engineering and Accounting. 


The John Marshall High School 
of Richmond, Virginia, was destroyed 
by fire on March 21. This was a 
twenty-eight room structure with a 
large annex. Eight hundred children 
who were in attendance escaped with- 
out injury. 

The children were at their desks 
when the first alarm was sent in and 
firemen had great difficulty in getting 
them out through the dense smoke. 
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Russell Sage is 
teaching commer- 
cial subjects at 
French Lick, Ind- 
diana. He former- 
ly taught at Bates- 
ville, Indiana. 





C. S. Meek, Superintendent of 
Schools, Madison, Wisconsin, has 
accepted the superintendency of the 
Toledo, Ohio, Schools for next year. 
He will begin his work in Toledo 
July 1. Mr. Meek was formerly 
located at San Antonio, Texas. We 
are glad to welcome him to the Buck- 
eye State and wish him an abundance 
of success in his work at Toledo. 


Gertrude 
Stage is teaching 
commercial _ sub- 
jects in the High 
School at Colon, 
Michigan. She is 
a graduate of the 
Hillsdale, Michi- 
gan, High School, and Hillsdale Col- 
lege, Class of 1920. 

Helen Draving 
of Covington, 
Ohio, is teaching 
in the Commercial 
Department of the 
High School at 
Miamisburg, Ohio. 
She is a graduate 
of the Piqua, Ohio, High : School and 
of the Bowling Green Business Uni- 
versity. 

W. A. Paton, Associate Professor 
of Accounting, University of Michi- 
gan, has accepted an invitation to join 
the faculty of the summer session of 
the University of California at Berke- 
ley thissummer. The summer session 
begins June 20 and ends July 30. 

Wilma Dieck- 
mann writes that 
she is to have 
charge of the Com- 
mercial Depart- 
ment in the High 
School at Farming- 
ton, Illinois, again 
next year. 
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A teacher reports that the chart given above is very helpful in getting his pupils to visualize the bookkeeping routine from the transaction through 
the Ledger closing. It is presumed that the accounts are classified in the ledger as shown on the Trial Balance, which facilitates the preparation 
of statements. The adjusting entries are made and posted before the Trial Balance is made. From the Trial Balance the statements are prepared, 
and from tne Profit and Loss statement the closing journal entries are made and posted. If the Working Sheet is used and the adjusting entries 
made therefrom (after the Trial Balance is taken), the chart may be changed, showing the Working Sheet between the Trial Balance and statements. 





























20th Century 
Bookkeeping and Accounting 


One quarter million students completed this system in 
Universities, Colleges, Normals, Parochial Schools, Public 


Schools, and Private Schools last year. 


over twenty-five per cent. in spite of the marked business depression. 


The popularity and extensive use of “20th Century Bookkeeping and Ac- 
counting’ is undoubtedly due largely to the following features: 


1. It is based on sound principles and modern practice. 


2. It is flexible enough to be adapted to different classes 
of students and different metheds of teaching. 


3. The system is easy to teach and the subject is presented 


in an interesting manner. 


4. Material can be furnished for the exact length of the 
course offered, hence it is not necessary to purchase more mate- 


rial than is needed. 





This year our sales increased }f 





20th Century 
Bank Accounting 


The purpose of this text and practice set 
which accompanies it, is to provide a knowl- 
edge of bank accounting. The discussion in 
the text is arranged in six divisions as follows: 


Organization of a bank. 
Business of a bank. 
Internal organization. 
Books of account. 

The accounts. 
Financial statements. 


i ae cast ta 


The practice set contains a reproduction of 
the transactions which are performed by the 
bank and correlates the discussion of the 
principles in the text and their practical ap- 
plication. The information to be gained 
from this course will be invaluable to an 
individual as a citizen of the community, as 
a clerk in a bank, or as one of the officials of 


a bank. 


20 Century 
Touch Typewriting 


A typewriting manual which arouses 
the interest and enthusiasm of the 
student from the beginning of the 
course. It emphasizes the value of 
finger gymnastics and produces cor- 
rect writing habits. The student is 
taught to arrange his work in an artis- 
tic manner. Unnecessary or lost mo- 
tion is eliminated. 


A method of speed development is 
provided that will bring out the best 
effort of each individual student, thus 
producing rapid and accurate typists. 














DISTRIBUTING POINTS: 


Boston 

New York City 
Atlanta 

Dallas 
Chicago 

St. Paul 
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McKinsey’s 
Bookkeeping and Accounting 


This text aims to train the student to inter- 
pret and use accounting information as well 
as to train him to construct the records which 
provide this information. 


The material in the text is organized so 
that lessons may be assigned and class recita- 
tion held in the same manner as in other 
subjects. 

Details are eliminated as much as possible 
so that the student may concentrate on the 
major principles. 


Published in two series as follows: 


SERIES A 
Volume I—36 Chapters—Nos. 1-36 
Volume II—36 Chapters—Nos. 37-72 


SERIES B 
Volume I—23 Chapters—Nos. 1-23 
Volume II—25 Chapters—Nos. 24—48 
Volume II1I—24 Chapters—Nos. 1-24 


Holmes’ 
Personality and 
Salesmanship 


A text that is more than a mere 
treatise on salesmanship. Its aim is 
to develop the student into a well- 
rounded, capable business person. 
Each subject is treated with a view of 
giving an idea of the important facts 
and stimulating the mind of the reader 
to learn more. The text is divided 
into six divisions relating to the follow- 
ing subjects: 

Buying 
Selling 
Advertising 
Getting into Business 
The Trend of Business 
Self-Development of Personality 














Peters’ 
Commercial Law 


A text in which the subject matter 
is plainly expressed in common terms, 
enabling the student to readily under- 
stand the principles of law as discussed 
in each lesson. Specific cases are used 
to illustrate the various topics, giving 
the student a practical application of 


the subject under consideration. 


The subject matter is developed 
through the use of a series of well- 
graded questions and case problems. 


These are published in a handbook 


provided for the use of the teacher. 


Peters’ 
Business Speller 


“The only way to learn to spell 
is by spelling” 

Five thousand words selected; first, with 
the object of giving those necessary for busi- 
ness use which are troublesome or difficult to 
spell; second, words which are technical or 
peculiar to a select classified list of subjects 
in common use; third, those words in modern 
use which should be in the vocabulary of 
every well-informed person. 


The words are first given in the form in 
which they ordinarily appear in print. This 
is followed by the same word divided into 
syllables and marked diacritically, thus en- 
abling the learner to acquire correct pronun- 
ciation. The pronunciation, syllabication and 
spelling are those authorized by Webster’s 
New International Dictionary. Each word 
is defined. Synonyms have been used as 
definitions whenever possible. 








PUBLISHING CO. 


ERD STREET 
NHATI, O. 


1 
pent nearest you. 








DISTRIBUTING POINTS: 


Topeka 
Oklahoma City 
Salt Lake City 
Omaha 

Seattle 
Spokane 

San Francisco 
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Exercise One* 
AN ELEMENTARY TEST IN BOOKKEEPING 


Record the following transactions on journal paper using the Merchan- 

dise account instead of the Purchases and the Sales accounts: 
Jan. 1. G.L. Clayton, proprietor, invested $2,000.00 in the Retail Grocery 
business. 

Paid for city and state license, $20.00. 
Paid rent for one month, $50.00. 
Bought bill of goods of Kaiser Bros., on account, less 5% if paid 
within 10 days, $144.95. 

2. Bought bill of goods of Borches & Co., on account, less 5% if paid 
within 10 days, $109.40. 

3. Sold bill of goods to A. R. Jennings, on account, less 2% if paid 
in 10 days, $43.80. 

8. Paid Borches & Co., on account, as per terms of bill. 

9g. Paid Kaiser Bros., on account, as per terms of bill. 

10. — A. R. Jennings’ check in full of account, as per terms 

of bill. 

25. Sold goods for cash, $212.40. 

31. Bought bill of goods for cash, $245.00. 

Bought bill of goods of Brown & Brown, on account, $120.00. 
Sold bill of goods to George Westfall, on account, $34.80. 
Sold bill of goods to A. R. Jennings, on account, $10.00. 

On a sheet of ledger paper open accounts with G. L. Clayton, five lines; 
Cash, eleven lines; Expense, five lines; Merchandise, eleven lines; Mer- 
chandise Discount, five lines; Kaiser Bros., three lines; Brown & Brown, 
three lines; George Westfall, three lines; Profit and Loss, six lines. Post 
to these accounts, take a Trial Balance, make statements and close the 
ledger by the direct method. 

This method is sometimes called the Cross Entry method or the Red 
Ink method. Merchandise Discount is sometimes closed into the Mer- 
chandise account so that the amount carried from the Merchandise account 
to the Profit and Loss account shows the net profit on merchandise sold. 








ENGLISH FOR BUSINESS 
(Continued from page 8) 


his order not listed in the catalogue of the house. Fifth, the customer was 
behind in his accounts. 

We made it plain to the class that a self-respecting firm like the one we 
represented was the same as a self-respecting man; that we were dealing 
with a man who had little regard for what he said; that the object of our 
correspondence would be to hold the customer. The class conducted the 
correspondence with Mr. ‘‘A”’ in such a manner that the letters they wrote 
to Mr. “A” retained his friendship. We are told that Mr. “A”’ is a real 
booster for the house. 


*This exercise was prepared for ‘‘The Balance Sheet’? by H. J. Venable of the Spring- 
field Business College, Springfield, Missouri. The object of the exercise is to demonstrate 
the use of the Merchandise account and the direct method of closing the ledger. It is given 
to the student to enable him to see the relation between the Merchandise account and the 
Purchases and Sales accounts. The following quotation is taken from Mr. Venable’s letter 
which accompanied the exercise: 

“T try to make my students understand that these methods are out-of-date. In my limited 
auditing experience, I have found these old methods still in use and the bookkeepers seem 
to think that they should have been taught some of these old methods while in school.” 
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; Exercise Two* 
EXAMINATION IN ELEMENTARY BOOKKEEPING 


You are called in to write up the accounts of M. J. King, who had run a 
grocery, fruit and provision business at 93 Water St. since January 1, 1914. 
On the Ist of January, 1919, he took out $3,000 insurance on his store building 
on a property valuation of $6,000, and $10,000 on his stock, furniture and 
fixtures, paying a premium rate of $487.00 and $467.00, respectively. 


On the 3d of January, 1919, a fire occurred, destroying his entire plant 
with its contents, except one pair of scales that cost $200.00, and goods to 
the amount of $2,000, which were smoked and badly water-soaked. Mr. 
King was caught by a falling timber and killed. His son, C. B. King, took 
steps at once to settle up his affairs. 


The accounts had been very loosely kept, but from the available records 
the book value of the following assets, as of January I, 1914, was obtained: 


Store Building.............. $6,000 
a oho iowa dpa Ane 500 
mee Ges, ... «2. «+s 500 
Store shelving.............. 1,000 
TOMB snceresssscersessss « OOO 
(SS ea 
Delivery equipment.-........ 500 
i ere rey rere 500 


The following additional information was also obtained from the various 
records kept: 


Goods bought, 1914......... $8,000 Parcel post on purchases..... $ 100 
Goods bought, I915......... 12,000 Express on empty crates on 
Goods bought, 1916........ . 15,000 OL aE Sarr 150 
Goods bought, 1917......... 18,000 Sales for 1914.............. 10,000 
Goods bought, 1918......... 2000 Sales Gor 1085....... 245.6%. 15,000 
Auto. upkeep to date........ Sm Dene Get BONG... 2. 5 enue sns 20,000 
Delivery equipment to date.. 100 Sales for 1917.............. 25,000 
Taxes on store building...... 400 Sales for 1918.............. 30,000 
Repairs on store building.... . 500 Rent for rooms over store, 
Taxes on stock of goods and I ccs. wine Ela ih eee 1,200 
Furniture and Fixtures... . 800 Exchange on old auto........ 300 
New shelving.............. 1,000 Sold old-shelving........... 460 
New auto. truck............ 1,800 Exchange on old safe........ 200 
New office safe............. 600 Discount on purchases, five 
Discount on sales to date... . 500 BE ietbeiesssenkis tee 
Rebates on sales to date..... 300 Returned goods............ 500 
Freight on purchases........ 1,500 Allowance on purchases..... 500 
Express on purchases........ 250 


Cash on hand and in bank, $2,000. Accounts due as follows: Blank 
Grocery Co., $1,000; Hall Safe & Lock Co., $300; Hoyt Produce Co., $600; 
Dixon Salvage Co., $1,000. Accounts due from the following: Earl Bros. 
Fruit Co., $1,000; Ball & Ball Fruit Co., $700; Sikes Jobbing Co., $600. 


*This exercise was prepared by A. B. Crosier, instructor in the School of Accountancy 
and Secretarial Work of the University of Mississippi. It represents an examination in ele- 


mentary bookkeeping given to beginning students on the completion of one semester’s work 
of three hours per week. 
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The Insurance Company refused settlement for alleged loss on stock 
and furniture and fixtures on the ground that King’s books did not show that 
a loss had occurred. King’s son sued the company and the court directed 
settlement as follows: 


King is allowed to show that settlement for 10% of all sales was made 
by taking produce, etc., in return and that no record of these goods was made 
in the Merchandise account; a further deduction of 20% from sales is allowed 
to cover the trading profit; 30% depreciation is to be deducted from all of 
the old furniture and fixtures on hand at the time of the fire; 50% depre- 
ciation is to be deducted from the salvaged goods which King is to retain. 


After settlement with the Insurance Company, King drew a ten-day 
sight draft for $1,000 on Earl Bros. Fruit Co., which was accepted in favor 
of Blank Grocery Co.; Ball & Ball Co. turned over to King by blank endorse- 
ment a $700 check on the National City Bank, certified by C. B. Green, 
cashier, and bearing restrictive endorsement by drawers, Logan Produce Co.; 
Sikes Jobbing Co. gave their thirty-day note in settlement of their account; 
King by qualified endorsement gave this note to the Hoyt Produce Co. in 
settlement of account. Hall Safe & Lock Co. took the pair of scales salvaged 
at court valuation to apply on account, and King issued sight draft on Dixon 
Salvage Co. for an amount to balance Hall Safe & Lock Co.’s account. The 
Dixon Salvage Co. bought the salvaged goods at a price equal to the amount 
King owes them. 


1. Analyze the Merchandise account to determine the amount 
of King’s loss on stock and furniture and fixtures. 


2. Make settlement with the Insurance Company. 


3. Write up all the accounts in proper form and take a Trial Bal- 
ance; make out Trading and Profit and Loss statement; statement 
of Resources and Liabilities; close the books. 


4. Invest the amount of cash on hand in Liberty Bonds at 
$97.50 after deducting a brokerage charge of one-half of one per cent. 


_ 


5. Write out in®full and in regular form each of the negotiable 
instruments called for in the various transactions, together with all 
endorsements called for. 


Exercise Three* 


A PROBLEM IN PARTNERSHIP BOOKKEEPING 
R. R. Gompers & Co.—Partnership 


U. S. Bryan and R. R. Gompers, on January I, 1900, entered into a 
partnership, Bryan investing $5,000 and Gompers $1,250, 4 to I at the time 
of the investment. No written agreement was made, but it was mutually 
understood that the profits were to be divided according to capital invested. 
Bryan was an inactive partner, Gompers the active one, getting a salary. 
Each partner was to have a drawing account. The books had not been closed 
for nineteen years when Bryan died. Bryan died December 1, 1919, and 
Gompers was appointed executor. The assets and liabilities are as follows: 


*This problem was prepared and submitted by E. J. Forney, Director of the Commercial 
Department in the North Carolina College for Women, Greensboro, North Carolina. Teach- 
ers desiring to use this problem and wishing a solution can obtain same by writing the editor. 
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ASSETS 
Merchandise, Furniture and Fixtures.................. $12,000.00 
aos bose hha Ska kaa ie a, «eh 1,200.00 
es A aie ye i blll AASB Ae se ep yn Pll Re i 5,000.00 
Liberty Bonds, Market Value......................... 1,883.33 
UR a cha ehh, BG hse eek all WIE a a oe Wt eee 426.00 
Co es 
ee I ala bos ooad ata hebek® os eee 12,500.00 
I rege a Oy ae Oa a ea eee 30,000 . 00 
$66,459.33 
LIABILITIES 

a ee ee rr eee 4,000.00 
Amount owing R. R. Gompers........................ 3,150.00 
i 12,000.00 
ee Ue I 5g Se gio pedo ds SA ee 225.00 
i Ee ee PET Ferre 175.00 
$19,550.00 


What amount must Gompers pay to the Bryan estate to own the 
business? 

The law of the state in which this occurred allows the executor 5% com- 
mission on realizations to an amount necessary to pay off the indebtedness 
(cash excepted), and 5% commission on payments of the debts, but nothing 
on distribution to legatees. The legal and other expenses amounted to $225.00. 


Exercise Four* 
A PROBLEM IN CORPORATION ACCOUNTING 


The Keene Wire Screen Co., having acquired all of the capital stock of 
the Dover Wire Netting Co., it is proposed to merge the latter with the former 
of July 1, 1912. 

The Trial Balances June 30, 1912, of the respective companies after 
closing are: 


Keene Wire Screen Company 


ee 5, a sawn Go aaa oe $262,875.00 
ite 59 i Sh hee kee ia Daa ik ee 42,864.71 
a hee hin Ue Mince bide academy 4,390.13 
bs 0 iin havi he a de atin a. 3,471.63 
Dover Wire Netting Co. (Capital Stock 500 Shares) 48,856.75 
OTE ERT 9,189.75 
Cees GP WOOD, 6. ocwericineaess wiieéeh dacdodle 8,295.73 
dag hing a ae dt ata bind idl a i eas Gaal 11,734.23 
BG aR Tene OR Rad ee ee ee 6,320.16 
Nn ek ad bee eRe wea e eee 27,172.63 
Notes Receivable................ Pivetedewa dod 5,066 . 37 
ei ak od ok Pela kak ke 22,688.29 
Deferred Charges to Expense. . a hte tk aia 768 .g2 


*This problem was submitted by A. W. Andrews, Vice-Principal of the Bryant & Strat- 
ton Business College, Manchester, New Hampshire. A solution of the problem, as prepared 
by Mr. Andrews, will appear in an early number. In the meantime, teachers who desire to 
use the problem with advanced students and wish a key with which to check the work of their 
students, will be furnished a typewritten copy of Mr. Andrews’ solution upon request. 
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First Mortgage Gold Bonds (due 1927) Payable. . 














$125,000.00 
Rs ako teh Grad tytn KK ae CASED Aenech aha 5.00 
Salaries and Wages Accrued.................... 1,589.14 
ae oie 4% x a kidd Ada Owe So 42,608 .02 
Due to Dover Netting Co...................... 58 . 06 
ae ac Wb ke ae de A uC 20,636.63 
Interest Accrued on Bonds..................... 1,250.00 
Reserve for Depreciation of Plant and Equipment 34,717.45 
ee Re ”. e eeee 125,000.00 
eh. ae 75,000.00 
TE, OR EA i RSE ge See 25,000.00 
$453,694.30 $453,694.30 
Dover Wire Netting Company 
Se Se ree er $120,163.96 
ee nr 24,467 .13 
Horses, Wagons and Harness................... 3,193.68 
NE Oe Wie kim AE R4ce BX Db. > Laan eek 4,250.00 
Capital Stock of the Improved Screen Door Co., 

OR AI tee ce Sg gE al i ae a gl 11,728.93 
aes CPOE bak ec Reade aut 2% 5,000 .00 
hi a os ota he bie > Ak aa alee 11,860.94 
ns eel a ie saegh sean a es oa 16,284.17 
I ldo tn bad ule ae are a 9,239.14 
Aa ain ee 8a BU hehe AS kde SA oe a ae 7,343.16 
NI TINS 5 ais s inl d Safa de oR a o's 28,697 . 53 
Due from Keene Wire Screen Co................ 268 . 06 
I, so oki a dba kwh hee 6b ee 543 4,018.75 
RE ee Pe ere Pe ee yee eee ee 15,241.57 
ss 5 ca Las My hv deus oes va oes 500.00 
Deferred Charges to Operations. . ak allie ai Atte 625.00 } 

First —— 5% | Gold Bonds (due 1930) 

Payable. . a ee eT eee eer ee 50,000.00 
i I occ cam aecencuscecsscenvesee 1,393.50 
Salaries and Wages Accrued.................... 2,921.81 
I ee ee 57,263.58 
Due the Improved Screen Door Co.............. 5,000.00 
GC RE ee ee re 25,836.76 
Interest Accrued on First Mortgage Bonds. 466.67 
Reserve for Sinking Fund.. 15,246.57 
Reserve for Depreciation of Plant and Equipment 18,664.76 
Common ae cary eee ade ee aes Wee ah aioli bs 50,000 . 00 
Surplus. . : a re re ne Tee 36,088 . 37 





$262,882.02 $262,882. 








From the above prepare: 


1. Entries on books of Keene Wire Screen Co. necessary to effect the 


merger. 


2. Necessary entries on books of Dover Wire Netting Co. 
3. Balance Sheet of the Keene Wire Screen Co. after the merger. 
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SOLUTIONS OF ACCOUNTING PROBLEMS 
January Problem 


The C. P. A. problems which appeared in the January and March numbers of “‘The 
Balance Sheet” created wide interest among commercial teachers and many solutions were 
received. The problem in the January number related to Partnership Accounting. Of the 
solutions received only one proved to be entirely correct. This was submitted by Herman 
E. Schreiber of the Bay City Business College, Bay City, Michigan. Commendable solutions 
were also received from the following teachers: 


Virgil Evans, Kay Business College, Blackwell, Okla.; M.H. Sublette, High School, 
Shelbyville, Ind.; D. Alvin Kime, Bailey Military Institute, Greenwood, S. Car.; L. F. Young, 
High School, Kewanee, Ill.; L. G. Frey, Massey Business College, Houston, Tex.; A. S. 
Krause, El Dorado Co. High School, Placerville, Calif.; Sister Mary Paul de Cruce, St. Mary’s 
Commercial College, New Orleans, La.; J. F. O’Hearn, High School, Wanatah, Ind.; David 


Hamblen, High School, Ashland, Mass.; G. W. Witte, Ft. Wayne Luther Institute, Ft. 
Wayne, Ind. 


A solution of the problem follows: 
PROFIT AND LOSS 





OC On eee $ 2,900.00 | 3. eer $17,000.00 
Worthless accounts charged off.. 15,500.00 | Interest (on capital shortage)... 150.00 
Interest (on excess capital)..... 100.00 | A (50% of loss)............... 675.00 
BS. . to. Serre 337.50 
Bea: . ty Rees 337.50 
$18,500.00 | $18,500.00 
A—CAPITAL 

Balance transferred from A, EE RCT a $ 8,500.00 
iasager’s account........... $2800.00. | BAMMoe... . ....< 2 esscncwsdone 10,850.00 

Interest (on capital shortage)... 75-00 | 

Profit and Loss (50% of Loss)... 675 .00 

$19,350.00 | $19,350.00 


Balance representing overdraft $10,850.00 | 





B—CAPITAL 
Profit and Loss (25% of Loss) . . $337.50 | Se Aen diy tee od $9,000 .00 
ge eee 8,762.50 | Interest (on excess capital)..... . 100.00 
$9,100.00 | $9,100 .00 
Present Casital................ 9RGR 90 
C—CAPITAL 
Interest (on capital shortage)... ok Le ee eer er 
Profit and Loss (25% of loss)... 337.50 
yak errr 5,087 .50 
$5,500 .00 $5,500 .00 
Present Capital................ $5,087.50 


In effecting a final settlement A would pay $10,850.00 into the partnership. The total 
assets, aggregating $13,850.00, would then be distributed—$8,762.50 to B, and $5,087.50 to 
ol 


In the event that A proved to have no assets or liabilities outside the partnership, the 
final adjustment would be modified by dividing the $10,850.00 debited to A between the other 
two partners in the same proportion as the partnership agreement provided for their par- 
ticipation in the profits, which in this case would be to charge one-half to B and one-half to C. 
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March Problem 


The problem in the March number related to Corporation Accounting. We desire to 
make special mention of a solution submitted by Charles Read, a student in the Worcester 
Business Institute, Worcester, Massachusetts. Mr. Read has submitted a correct solution 


- of the problem and the editor desires to compliment him on the neatness and accuracy of the 
work submitted. 


Solutions were also received from the following students: C. T. Heassler, Night Vo- 
cational School, Madison, Wis.; Harris Greenberg, Blodgett Vocational High School, Syr- 
acuse, N. Y.; Gail Nusbaum, Enid Business College, Enid, Okla.; G. R. Green, Tulane 
University, New Orleans, La.; Arnold John, Blinn Memorial College, Brenham, Tex.; Harry 
Olson, Spokane College, Spokane, Wash. 


It is evident that the instructors in these schools are making good use of these problems. 
These students are to be commended for the interest which they manifest in accounting. 


Correct solutions were also submitted by C. Oehler, Littleford School, Cincinnati, Ohio; 
Arlene Blakeley, West High School, Minneapolis, Minn.; O. E. Smith, Accountancy Institute, 
Y. M. C. A., Los Angeles, Calif. 


Commendable solutions were submitted by Jean Chianese, Rider College, Trenton, 
N. J.; Garret A. Kershner, American Commercial School, Allentown, Pa.; Louis K. Gold- 
berger, Bushwick High School, Brooklyn, N. Y.; Chas. J. Williamson, Klamath Falls, Ore.; 
E. E. Winters, The Business Institute, Detroit, Mich.; R. W. Sibley, Camp Pike College, 
Camp Pike, Ark.; H. D. McCullough, High School, Emmetsburg, Ia. Sister Mary Paul de 
Cruce, St. Mary’s Commercial College, New Orleans, La.; V. E. Knowlton, Knights of Colum- 
bus School, Pueblo, Colo.; W. N. Davis, School Supervisor, Danube, Calif.; J. M. Patterson, 
— Business College, Enid, Okla.; J. W. McAlone, Knights of Columbus School, Vicksburg, 
Miss. 

A solution of the problem follows: 


Net Operating Income, $16,834.79.* 


THE X. L. O. MANUFACTURING CO. 
BALANCE SHEET 











Assets 
Current Assets: 
I a erat er a eee See, hte Bae Biches eg, $ 35,211.60 
Accounts Rectivable......................... $920;057 .60 
Lees Res. tor Bad Debts... ........ 6c cess ___ 3,964.15 $116,993.45 
Inventory of Raw Material................... 54,462 .54 
Inventory of Finished Goods................. 18,505.20 $225,172.79 
Fixed Assets: 
er ret A AS ee SL ea coe SIG 108,000 .00 
et ee EE fy, cals Sis eave aan $ 90,000 -00 
Rae UME OMENS. 8 cn. Sk ies sccoscednes- 2,700.00 87,300 .00 
og err 4,500 .00 
a nO OE OEE. 5. ov 6 os vw neta audice nas 450.00 4,050.00 
I 3 RE tities acs pedals caste 150,000 .00 
ON ee eee 7,500.00 142,500.00 341,850.00 
REE Sie eA ee nn OE Ae EE Ey IR $567,022.79 
Liabilities 
Current and Accrued Liabilities: 
I 8g be Jos5g ¥. igh wy ak wR Nes SOT a tS Kaleb $23,115.60 
2 Sy ee ee ee 4,500 .00 
TI, RINNE 555 oe. sn win gas v's oad cle Srermre's aloe alesis s 6,000.00 $33,615.60 
Fixed Liabilities: 
ee RM EINE conic oss a tas ines ae cadens sees 60,000 .00 
Deferred Credits: 
I ng an ahr gil al Ae a ddore ae le 3,000 .00 
Net Worth: 
INNING. no cc Ju fics bee why uw ad oe ate tvaes $150,000 .00 
NEE ES og Ste Nl ia yee ae Wane s4 oes 64 d:65'S * 300,000 .00 
RT ce irre a il Cet as chs ener gla, Snead Meee Ren lotetoans ___ 20,407.19 470,407.19 





Total Liabdities and Net Worth... ........ 6. cc cece cc ccc ccee $567,022 .79 


*Space does not permit reproducing an Operating statement in detail. This will be 
furnished to teachers upon request. 
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CORRESPONDENCE 


To THE EDITOR: 

As each copy of ‘‘The Balance Sheet”’ 
comes in and is carefully read I am more 
and more convinced of its value to those 
who may be 
fortunate 
enough to be 
on your mail- 
ing list. I cer- 
tainly would 
advise “the 
| stranger’ and 
all teachers of 
commercial 
work to drop 
a line to the 
editor of this 
valuable little 
magazinein 
order that not 
a single copy 
would be 
missed _here- 
after. Iam 
basing these brief remarks on what I deem 
true merit and without regard to the fact 
that it is supplied gratis by the publisher. 

The numerous and varied kinds of articles 
that regularly appear are very splendid 
indeed; the open forum affording teachers 
an opportunity to exchange ideas and view- 
points, the news features telling of the 
whereabouts and successes of our brothers 
and sisters in the work, the questions and 
problems in bookkeeping, and the numerous 
other features and departments are very 
valuable and potent assets for those who 
harness them and put them to work in a 
live, up-to-date, practical way. The way to 
keep out of a rut, which Billy Sunday termed 
a grave with both ends knocked out, is to 
make our problems live ones and this can 
be done by using such material as is ours 
for nothing when recipients of ‘‘The Balance 
Sheet.” 

The publisher of ‘‘The Balance Sheet”’ is 
not a dead one, and the reader cannot be 
if he heeds the suggestions set forth in the 
South-Western Publishing Company’s printed 
ambassador. 

More power to your arms. 

Very truly, 
S. A. RINGER, 
South Hills High School, 
Pittsburgh, Pa. 


‘“‘The Balance Sheet’’ appreciates this 
testimonial. Mr. Ringer is a teacher of 
sixteen years’ experience, now serving 
his third year as instructor of law and 
bookkeeping in the South Hills High 
School at Pittsburgh. He was at one 
time Principal and later Dean of the 
College of Commerce, Ohio Northern 
University. He is also a member of the 
bar, having been admitted to the Ohio 
bar in 1917; hence a testimonial, such 
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as the above, coming from one of Mr. 
Ringer’s experience, is most gratifying. 
The testimonial is sure a ‘“‘ringer.’’ 


GENTLEMEN: 


You Easterners may be interested to 
know that the West is on the job when it 
comes to trying to advance the interest and 
standards of commercial work. California 
has something more than three hundred 
fifty high schools, the southern part forming 
about half this number. 

A few weeks ago the Southern California 
Associations merged into one compact 
organization. The executive board consists 
of a President, Vice-President, the retiring 
President, Secretary, Treasurer, and Chair- 
men of each of the County Units. Each 
county is organized and sends its chairman 
to Los Angeles to confer with the executive 
board, which meets monthly. Some of the 
things which this organization expects to 
accomplish this year are, first, the appoint- 
ment of a state supervisor for commercial 
work; second, obtaining from the State 
Board of Education the recognition of a 
commercial major; third, the securing of 
Smith-Hughes funds for commercial work; 
fourth, the establishment of minimum re- 
quirements in commercial subjects and sug- 
gestions of better teaching methods; fifth, 
the conversion of our academic principals to 
the commercial viewpoint. The general 
meeting of the association meets in Santa 
Ana, California, May 7. 

Yours very truly, 
O. GARBER, Treasurer, 
Southern California Commercial 
Teachers’ Association. 


Mr. Garber is head of the Commercial 
Department in the Polytechnic High 
School at Santa Ana, California. The 
editor recalls that several years ago both 
Mr. Garber and he resided at Fort 
Wayne, Indiana. At that time Mr. 
Garber was in the shoe business and 
the editor in the real estate business. 
How times do change! 


To THE EDITOR: 


I have received a number of issues of 
“The Balance Sheet’’, and have derived a 
great deal of pleasure and more than a 
considerable amount of help from reading 
and studying them. The problems given 
are very interesting and I am taking the 
liberty to submit a solution to the problem 
of the X. L. O. Manufacturing Co., given 
in the March number. 

I continually look forward to the next 
issue and want, at this time, to plead that 
I be not forgotten. 

Very truly yours, 
O. E. SMITH, Secretary, 
Accountancy Institute, Y. M. C. A., 
Los Angeles, Calif. 
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To THE EDITor: 

The first number of ‘‘The Balance Sheet’’ 
appealed to me as being the best thing of 
its kind possible, but it gets better every 
issue. The only thing I have against it is 
that it doesn’t come monthly. It is worth 
more to me than most of the publications 
for which I am paying from Two to Three 


Dollars a year. 
H. A. BRANDON, 
Lawrence Co. High School, 
Lawrenceburg, Tenn. 


With encouragement such as_ the 
above, why should ‘‘The Balance Sheet’”’ 
not ‘‘get better with every issue?’’ It 
is the hearty response, the cooperation, 
and such praise as the above that is 
contributing to the success and the 
value of ‘‘The Balance Sheet.”’ 


GENTLEMEN: 

I have received two copies of ‘‘The Balance 
Sheet”’ to date, Numbers 4 and 7 of Volume 
II. I find this little magazine very helpful 
and extremely interesting and would like to 
obtain the other five copies. 


Is there a subscription fee for this maga- 
zine? If so, how much and to whom should 
I send it? I should very much appreciate 
the back numbers requested above; namely, 
Numbers 1, 2, 3, 5, 6, and would gladly pay 
charges for same. 

Thanking you in advance for the favors 
above requested, I am 


RUTH LATHROP, 
High School, 
Anamosa, Iowa. 


With the exception of the January, 
1920, and January, 1921, numbers, we 
are still able to furnish copies of all 
back numbers. They will gladly be sent 
upon request. 
ber that ‘‘The Balance Sheet’’ is a bi- 
monthly publication. It is published 
every other month and is distributed 
between the Ist and 10th of the mont’). 
If you change your school address, you 
will not continue to receive it unless 
we are promptly advised. 


GENTLEMEN: 

From time to time, I have received ‘‘The 
Balance Sheet’’. I wish to tell you that I 
have found it very interesting and helpful. 
I sincerely hope that I may receive more 
issues of it. 


In the March issue, I found the article 
“Office Training’ by W. C. Stephens par- 
ticularly interesting. Because the commer- 
cial department of the New England Voca- 
tional School is very well equipped, I am 
able to give my pupils a good training in 
this side of commercial work.. Such articles 
always encourage me. 


W. M. COLE, 
New England Vocational School, 
Rutland, Mass. 


Teachers should remem-’ 


i) 
(oa) 


tentive to understand it. 


That’s right, when you like a certain 
article in ‘‘The Balance Sheet,’’ tell us 
about it. It makes us feel good, and 
when we pass it on to the contributor, 
it makes him feel good. In this way 
we are able to ascertain the articles 
most appreciated and that are of the 
greatest value to our readers. 








BUSINESS LAW 
(Continued from page 11) 


work will depend largely upon the 
ability of the teacher to furnish in- 
teresting and practical illustrations. 
As I have stated before, there are 
many sources from which these illus- 
trations may be drawn and many 
ways in which they may be applied. 


Reviews 


There should be frequent and 
thorough reviews. The best results 
will be obtained by using problems 
to a large extent in these reviews. By 
this I mean the application of a legal 
principle to a concrete state of facts. 
Let the purpose be to develop clear- 
ness of thought, alertness, caution, 
deliberation, and independence. 


The success of a course in commer- 
cial law depends largely upon the 
teacher presenting it. In the hands 
of a skillful teacher who is well versed 
in the subject it is one of the most 
interesting, helpful, and practically 
valuable subjects in the curriculum. 
In the hands of a poorgteacher it is 
worse than useless, since the pupils 
soon lose interest because of the lack 
of confidence in the teacher and most 
of the impressions they get are erro- 
neous, either because the teacher 
does not know the law, or because 
the pupil was not sufficiently at- 
The fail- 
ures in this subject however, from 
poor teaching is no worse than those 
made where a poorly prepared teacher 
tries to teach physics or chemistry or 
biology or any other difficult secondary 
school subject. There is nothing in- 
herent in the subject when properly 
presented to put it beyond the ability 
of secondary school students. 
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ACCOUNTING TERMINOLOGY 
(Continued from March Number) 


Amortization. The gradual ex- 
tinguishment of the amount of an 
asset, liability, profit or loss by pro- 
rating it over the period during which 
it will exist or during which its benefit 
will be realized. Specifically, (1) The 
gradual extinction of a debt, as, for 
instance, by means of a sinking fund. 
(2) The gradual reduction in the 
valuation of an asset, thus antici- 
pating the time when it shall eventu- 
ally become worthless; as distin- 
guished from provision for deprecia- 
tion or replacements because of physi- 
cal loss or damage. (3) The absorp- 
tion in the income or profit and loss 
accounts, during the pendency of the 
debt, of a discount incurred or of a 
premium realized in the sale of an 
obligation, which discount or pre- 
mium may be carried, in the mean- 
time, in a debit or in a credit suspense 
account. 


Annuity. A fixed sum of money 
granted or bequeathed, payable year- 
ly or at certain regular periods. 


Appraisal. The result of a valu- 
ation of property or other assets, used 
mostly in connection with the valu- 
ation of fixed assets of a corporation. 


Appreciation. Increase in value 
through improvement in condition or 
market value, applied in respect of 
real estate, plant, machinery, securi- 
ties, etc. 


Assigned Accounts. Accounts 
originally due to one person who has 
by agreement made them payable to 


some other person, usually his credi- 
tor. 


Auditor. An accountant who 
examines, criticizeg and passes upon 
the accuracy of accounts. 


Balance Sheet. A statement 
showing the financial condition of a 
business at a specific date. 


Balance Sheet Audit. A veri- 
fication of the assets and liabilities 
and a sufficiently exhaustive analysis 
of the Profit and Loss accounts 
enabling the auditor to certify that 
the surplus appearing in the Balance 
Sheet is reasonably correct. 


Bank of Discount. A_ bank 
authorized by law to lend money on 
personal notes. The term bank, as 
used here, means any moneyed corpo- 
ration authorized by law to issue bills, 
notes, or other evidences of debt for 
circulation as money, or to receive 
deposits of money and commercial 
paper and to make loans thereon, 
and to discount bills, notes, or other 
commercial paper, and to buy and 
sell gold and silver bullion or foreign 
coins or bills of exchange. (N. Y. 
State Banking Law.) 


Book Inventory. A record of all 
goods put into and taken out of 
stock, and the balance remaining on 
hand. It always shows quantities 
and must also show values if the cost 
records are articulated with the 
general books. 


Budget. A _ statement of the 
estimated revenues and expenditures 
for a given future period. 


(Continued in next issue) 





TEACHERS 


Open for immediate employ- 
ment should get in touch with our 
Employment Department at once. 
We have a number of calls for ex- 
perienced teachers. Address, 


Employment Department 
South-Western Publishing Co. 
Cincinnati, Ohio 











IMPORTANT 


Do you want to receive ‘‘The 
Balance Sheet’’ during the next 
school year? - If so, be sure to give 
the information called for on the 
enclosed card and return it to us 
promptly.. Address, 


THE BALANCE SHEET 
309 West Third Street 
Cincinnati, Ohio 
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THE BLANK BOOK— 
HOW MADE 

By one who has made books for 50 years. 

Few have any conception of the 
amount of labor inyolved in the mak- 
ing of account books—commonly 
called blank books. There is such an 
infinite variety of books of this char- 
acter, that we shall only attempt a 
hurried description of the making of 
one kind—the so-called full bound 
blank book, and we shall take up in 
order the various processes that go 
to the making of this book. 

The Paper used for the better 
grades of account books is named 
Ledger Paper, and is made of clean 
rag stock, sized and super-sized, and 
loft dried. The sizing and super- 
sizing is done so that erasures can be 
made in the event that it is necessary 
to correct errors. Papers for account 
books are of many sizes and weights, 
running from 16 x 21 size to 24 x 38, 
and doubles and quadruplicates of 
these sizes. The sizes most frequently 
used for account books are the med- 
ium, 18 x 23, and the Royal, 19 x 24. 

Given the paper, the next step in 
the process of manufacture is the 
ruling. In this country this is done 
by machines, which are of several 
varieties. The one most used on 
blank books is a machine which rules 
one way at an operation, either hor- 
zontal or vertical—each operation 
carrying the sheet through the ma- 
chine once, or several times in the 
case of the vertical ruling of intricate 
patterns. Another type of machine 
will rule both sides of the sheet at 
one time, carrying through both oper- 
ations. Still another style of machine 
is that called the Disk machine, 
which is used generally for the ruling 
of tablets, where great nicety is not 
required. There are some foreign 
countries where Jabor is abundant and 
cheap, in which ruling is done by 
girls with pen and straight edged 
ruler, and done very skillfully and 
nitely too, but no hand work can 
compete in accuracy and beauty of 
line with that done by a skillful ruling 
machine operator. A description of 
the ruling machine, though it might 


be interesting, would be very techni- 
cal, and will not be attempted here. 

Inks used by the paper ruler in his 
work are compounded of alcohol and 
ox gall, which is first clarified and de- 
odorized to which the coloring is 


added. 


After the ruling, the paper is sent 
to the composing room, and the type 
for the various headings, ‘‘boxes,”’ is 
set up, so that the headings will fall 
into their proper places as indicated 
by the copy. 

This having been done, the paper 


-goes to the pressman, where any in- 
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accuracy in the adjustment of the 
headings to their ‘“‘boxes’’ is corrected, 
and the printing is done, attention 
being paid to the proper amount of 
color to be used, printing with a light 
supply of ink, and just enough pres- 
sure to set the color well to the paper. 

After drying, the sheets are trans- 
ferred to the bindery, and the next 
process is that of folding and making 
up, which is gathering into sections of 
3, 4, or 6 sheets and the blank end 
sheets added. When this is done, the 
sheets are sewed with a linen thread 
around parchment bands. The sew- 
ing bench used for hand work of this 
kind, and it is usually hand work, is 
a device which has not been materially 
improved since the early days of book 
making. After sewing, the book is usu- 
ally trimmed, edges stained and pol- 
ished (burnished) by pressure and rub- 
bing by the binder with special tools. 

The book is now taken through 
the process called “forwarding,” 
which includes the making of the 
case out of three layers of binders’ 
board—the two outer being made of 
strong, hard tar board, and the inner 
layer of softer board. This method 
is used to give strength to the case, 
and prevent its warping. Forwarding 
also includes rounding and backing of 
the book, the making of a special 
molded (rounded) back of binders’ 
board which is added to give strength 
to the book; the addition of hubs to 
add to the strength, appearance and 
spring of the book; the drawing on 
of the leather, usually called Russia, 
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which is a misnomer in these days, 
since the Russia article is no longer 
used in this country, we substitute 
cowhide, which is more durable, but 
will not take on quite so hice a finish 
as the imported Russia. 


The book is then ready for the 
finishing, which includes lettering of 
the title between the upper bands, 
the letter of the alphabet denoting 
the number of the book in the.center, 
and the firm name in the lower panel, 
with possibly, at the extreme lower 
end, the imprint of the manufacturer. 
In this finishing, the binder can show 
his skill in the use of tools on both 
the sides and back of the book. This 
is always done with gold leaf, and 
there is opportunity here for artistic 
expression on part of the binder. 


There are extras, such as indexing, 
tabbing, and the last operation of all, 
is usually the paging (numbering of 
pages). Toa full bound book of this 
kind is usually added, to prevent 


abrasion, a full canvas cover. Sucha 
book, when made of good paper and 
materials, will last many years. 


The Right Idea 


The ‘‘Acrostic”’ given below is sub- 
mitted by an enthusiastic Balance 
Sheet reader. Try your hand and if 
you can do as well, let us have it. 








Bookkeeping is an art and science, 
too, 

As all good bookkeepers know; 

Let him who tells you, “Shun the job”’ 

Air his views,—He’s wrong, ‘‘Yea 
Bo?” 


Never was there a more joyous treat, 
Counting, recording and making bills, 
Entering cash and writing checks, 

Statement of profits with other frills. 


Have you a system up-to-date, 

Elevating those who take the drill, 

Educating both the head and hand ?— 

Then “20th CENTURY” fills the 
bill. 





We have issued five numbers of ‘‘The Balance Sheet’’ this 





school year—September, November, January, March, and May. 
It is our hope that this publication has proven interesting to you 
as a teacher and that you have been able to make use of it in your 
classes. 


At this time, we take pleasure in announcing that beginning 
with September, 1921, it is our hope to issue ‘‘The Balance Sheet’’ 
monthly. This number is an indication of the contents of the 
numbers that will follow. Please note the various contributors 
from all classes of schools. 


You are invited to assist in producing ‘‘The Balance Sheet.’’ 
You can do this by contributing articles, problems, news items, 
etc. Methods used by you in teaching various commercial subjects 
may prove valuable to other teachers. The editor will welcome 
bookkeeping and accounting problems as well as articles on various 
commercial subjects. The problems and articles submitted 
should be such as to be of general interest to commercial teachers. 
Articles not exceeding fifteen hundred words in length are par- 
ticularly desirable. 


We thank those who have contributed to ‘‘The Balance Sheet’’ 
during the past year and extend our thanks in advance to those 
who will contribute for the coming year. 


THE BALANCE SHEET 
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SUMMER SCHOOL ANNOUNCEMENTS 





SUMMER NORMAL 
for Commercial Teachers 


July 5—August 12 
“In the heart of Michigan’s summer playground.” 
McLACHLAN BUSINESS UNIVERSITY 
Grand Rapids, Michigan 








ANNOUNCING THE SUMMER NORMAL SCHOOL 
for “ommercial Teachers 
June 20-August 26 
“All instructions given from a strictly teacher’s viewpoint.” 
TWIN CITY BUSINESS UNIVERSITY 
St. Paul, Minnesota 








SUMMER NORMAL SESSION 
June 27—August 5 


Gregg Shorthand Letter Writing 
Business Arithmetic Methods in Commercial Subjects 
Office Management Observation Class in Typewriting 


WESTERN STATE NORMAL SCHOOL 
Kalamazoo, Michigan 








ZANER METHOD WRITING 
1921 Summer Schools 


CI sad £4 65h EO aes wialbres 6%0.0- 02 oos bee wees ae June 20—August 26 
GS. (DGGE S 45% SvdbelWe dee tiwksbbescactbees June 25-July 15 
ee es rr ne ee ee ee rT June 20—July 25 


a ee eer July 5-July 29 
ZANERIAN COLLEGE OF PENMANSHIP 
Columbus, Ohio 








TWELFTH ANNUAL SUMMER SESSION 
for Commercial Teachers 
June 6—August 26 


“Spend your summer in ‘Lincoln the Beautiful,’ with her elegant homes, schools, 
parks, boulevards, famous Epworth Assembly, etc.” 


NEBRASKA SCHOOL OF BUSINESS 
AND COMMERCIAL TEACHERS’ COLLEGE 


Lincoln, Nebraska 








SUMMER NORMAL SESSION 
July 11-August 5 


“Classes arranged with special consideration for teachers, high school, normal and 
college graduates.” 


BAY PATH INSTITUTE 
Springfield, Massachusetts 
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SUMMER SCHOOL ANNOUNCEMENTS 





NINTH ANNUAL SUMMER SCHOOL 
for Commercial Teachers 


June 28—July 30 
“Special lectures, entertainments and a trip to Mammoth Cave.” 
BOWLING GREEN BUSINESS UNIVERSITY 
Bowling Green, Kentucky 








THE GREGG NORMAL SESSION 
July 6—August 12 
Courses in methods of teaching shorthand, typewriting, bookkeeping, and allied subjects. 
GREGG SCHOOL, CHICAGO, ILLINOIS 








A SUMMER TERM FOR COMMERCIAL TEACHERS 
AND HIGH SCHOOL GRADUATES 


“‘New students admitted every Monday morning of the year.’ 


MICHIGAN BUSINESS & NORMAL COLLEGE 
Battle Creek, Michigan 


, 








SUMMER SESSION 
June 20-July 30 
For commercial teachers and those preparing to teach. 
STATE NORMAL SCHOOL 
Whitewater, Wisconsin 








TRAINING FOR COMMERCIAL TEACHING 
Summer Session opens July 5 
Write for Summer School Teachers’ Calendar. 
ROCHESTER BUSINESS INSTITUTE 
Rochester, New York 








NORMAL COURSE 
for Commercial Teachers 
June 6—August 12 
Arrangements can be made so teachers can spend half of each day at the St. Cloud 
State Normal School and the remaining half day at the College of Commerce for the 
Commercial Normal Course. 


COLLEGE OF COMMERCE 
St. Cloud, Minnesota 











NOTICE 


We are prepared to furnish to private schools at cost price attractive circulars 
describing ‘20th Century Bookkeeping and Accounting.’’ Schools desiring to 
secure this advertising matter for distribution to prospective students should write 
at once for samples and prices. 
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Notice from schools needing teachers, teachers wanting a 
position, schools for sale, and persons desireing to purchase a 
school, will be inserted on this page free of cnarge. 





SCHOOLS FOR SALE 


School in West Virginia town of 16,000. 
Can be bought for worth of equipment. 
Run by lady whose health will not 
permit her continuing. No competition. 
Good attendance. Address, ‘‘DH,’’ c/o 
South-Western Pub. Co., Cincinnati, 
Ohio. 


Business College in Eastern Indus- 
trial city of 100,000 population. Mild 
competition. Price $10,000. Advance 
payment $3,000. Balance in two years. 
Splendid equipment to accommodate 135 
students. Splendid opportunity for a 
high grade commercial teacher. Ad- 
dress, S. G., c/o South-Western Pub. 
Co., Cincinnati, Ohio. 


A thriving business college in the 
middle west for sale or rent. If you 
mean business, write P. W. H., c/o 
South-Western Pub. Co., Cincinnati, 
Ohio. 


Business College in city of 400,000 in 
the best part of the Middle West. Well 
established, fully equipped, and making 
money. Might consider selling half 
interest. Address, ‘‘Snap,’’ c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


School in Iowa consisting of three 
large buildings (two dormitories and 
college building) and eight acre campus. 
Price $15,000. Cannot be duplicated for 
$60,000. Will give terms to responsible 
parties. Address, Bargain, c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


Business College equipment in good, 
rich territory. Well lighted, centrally 
located, and ideal quarters. School 
established many years. For particu- 
lars, address, M. C., c/o South-Western 
Pub. Co., Cincinnati, Ohio. 


A big school in the Mississippi Valley 
in a growing town of 12,000. The en- 
rollment averages three hundred per 
year. No debts. It is unquestionably 
the best location in Missouri. Old age 
and failing health is my only reason for 
selling. Address, R. 32., c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


Live school in central west. Good 
equipment, good territory, long estab- 
lished, excellent business. Address, 
*“*N,’’ c/o South-Western Pub. Co., Cin- 
cinnati, Ohio. 


a, 

A good paying business college at 
inventory price in a thriving city of the 
Middle West. No competition for a 


34 


radius of one hundred twenty-five miles. 
Only those who mean business need 
apply to, ‘‘Opportunity,’’ c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


Two growing business colleges, twenty 
miles apart, in cities of 12,000 and 15,000, 
in oil and agricultural section of Kansas. 
Prefer to sell part interest to someone 
capable of taking full charge, or will sell 
all. Owners time demanded in the oil 
business. Address, S. O. S., 710 S. & L. 
Bldg., Des Moines, Ia. 


Well established school in the best 
interior city in California. Population 
of city and tributary territory 200,000; 
growing rapidly. Best possible reputa- 
tion. Personal reasons for selling all or 
one-half interest. Small cash payment. 
Address, ‘‘S-B,’’ c/o South-Western Pub. 
Co., Cincinnati, Ohio. 


Successful business college, estab- 
lished in 1890, in city of 125,000 in Geor- 
gia. Thoroughly equipped, ideal loca- 
tion, operating expenses small. Owner 
leaving city. Income for 1920, $9,000. 
Address, ‘‘College,’’ c/o South-Western 
Pub. Co., Cincinnati, Ohio. 








Excellent proposition for good business 
college man. Inventory $6,000. $3,500 
cash, balance easy terms. One of -the 
best opportunities in U. S. Address, 
Northwest, c/o South-Western Pub. Co., 
Cincinnati, Ohio. 


WANTED TO BUY A SCHOOL 


Wanted to purchase a good commer- 
cial school in a city of from 30,000 to 
100,000 population. Have been employed 
in the capacity of manager and instruc- 
tor for several years. A-1 references. 
Address, C. W. W., South-Western Pub. 
Co., Cincinnati, Ohio. 


I am in the market for a business 
college in a city of 50,000 or over. Can 
take position July 1 or sooner if neces- 
sary. Give details as to equipment, 
price and terms in first letter. Address, 
No. 30, c/o South-Western Pub. Co., 
Cincinnati, Ohio. 


Young man with six years’ commercial 
teaching experience in both public and 
private schools would like to communi- 
cate with business college owner who 
wishes toretire. Would like to take part 
in management of school with view of 
purchasing. Can teach all commercial 
subjects. Address, ‘‘P,’’ c/o South- 
Western Pub. Co., Cincinnati, Ohio. 
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POSITIONS WANTED 


Man with Normal School and Univer- 
sity training, six years of school and 
some business experience, desires posi- 
tion as head of Commercial Department 
of High School, or Commercial Depart- 
ment of some College. Address, No. 62, 
< South-Western Pub. Co., Cincinnati, 

Oo. 


Young lady with six years’ experience 
as commercial teacher desires position 
as teacher of Business English and Type- 
writing. Prefer work in Private School 
or College. Address “‘L’’, c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


Young woman of extensive business 
experience and full knowledge of accoun- 
tancy and business management desires 
a teaching position. Address, D, c/o 
—— Pub. Co., Cincinnati, 

o. 


Commercial teacher wants place as 
head of Stenographic Department. 
Gregg Shorthand, Touch Typewriting, 
and Office Training specialities. Per- 
manent position desired. Address, ‘‘W,”’ 
. South-Western Pub. Co., Cincinnati, 

o. 


Man with twelve years’ experience as 
teacher of bookkeeping, shorthand, type- 
writing and penmanship desires a place 
with some good school for the summer 
months. May buy interest. Address, 
“*T’’, c/o South-Western Pub. Co., Cin- 
cinnati, Ohio. 


By a teacher of commercial branches, 
Pitman and Gregg Shorthand, and all 
correlative subjects, and Spanish. 
Twenty years’ experience. Highest tes- 
timonials. Address, ‘‘M,’’ c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


Walton trained man, married, with 
twelve years’ experience in teaching 
accounting and auditing, would like to 
hear from owner of a first-class business 
school in medium sized city in Central 
States who would like to get in touch 
with conscientious live wire for man- 
agerial position. Would consider salary 
and commission, with idea of eventually 
buying whole or part interest. Address, 
“AB,” c/o South-Western Pub. Co., 
Cincinnati, Ohio. 


By teacher with office and class room 
experience. High school, normal school 
and business college graduate. Teach 
all commercial subjects. No objection 
to teaching in night school. Go any- 
where. Address, N. K. K., c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


The management of a medium sized 
commercial school in the West, Middle 
West, or Northwest, that promises an 
annual remuneration of $2,500 to $3,000 
on a salary or commission basis, with 
view to purchase or investment. Best 
of credentials. Address B. H. R., c/o 
South-Western Pub. Co., Cincinnati, O. 


Successful shorthand teacher, with 
college training, wants a position in a 
high-grade business college in the West. 
Address, J. K., c/o South-Western Pub. 
Co., Cincinnati, Ohio. 


By man with university and business 
college training. Wide practical and 
teaching experience. Athletic coach. 
Best reasons for making a change. Ref- 
erences. Desire position as solicitor or 
instructor. Have a car. Open for im- 
mediate employment. Address, G. T. 
Edwards, Box 262, Boulder, Colo. 


TEACHERS WANTED 


By progressive business college, teacher 
of Gregg Shorthand and allied branches. 
Address, Box 1053, Asheville, N. Car. 


An experienced solicitor for road work. 
Little or no competition. Excellent 
opportunity for a hustler. Will furnish 
car and pay the highest commission ever 
paid by a business college. Unlimited 
territory. Write N. B. C., c/o South- 
Western Pub. Co., Cincinnati, Ohio. 


Want man, or man and wife, by June 
1 to take complete charge of a business 
college in a good Kansas town. Will pay 
salary, commission, or will sell a work- 
ing interest to someone.capable of tak- 
ing complete charge. Quick action. 
Address, S. O. C., 710 S. & L. Bldg., Des 
Moines, Ia. 


A capable business college manager. 
One who is willing to buy part interest 
in the same. Parties must be able to 
furnish bonds. Address, 100, c/o South- 
Western Pub. Co., Cincinnati, Ohio. 








DO YOU NEED A C. P. A. ? 


If you are looking for a high grade man—a man with a col- 
lege education, a C. P. A. degree, and with teaching and public 
accounting experience—write at once. 
four men with these qualifications on our available list. 


Employment Department 
SOUTH-WESTERN PUBLISHING CO. 
Cincinnati, Ohio 


At this time we have 
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Commercial Textbooks 


20TH CENTURY BOOKKEEPING AND ACCOUNTING. A flexible 
system based on sound principles and modern practice. Arranged in four 
divisions, each division being complete in itself. A text which allows the 
teacher to use his own initiative with regard to methods in teaching. Adapt- 
able to any length course desired. Practice sets with or without vouchers. 


20TH CENTURY BANK ACCOUNTING. A knowledge of bank ac- 
counting on the part of each individual in the community is of mutual 
advantage to the bank and the community. The purpose of this text 
and practice set is to provide a knowledge of bank accounting. The 
practice set, which accompanies the text, contains a reproduction of the 
transactions which are performed by the bank, and correlates the dis- 
cussion of the principles in the text and their practical application. 


McKINSEY’S BOOKKEEPING AND ACCOUNTING. A text partic- 
ularly adapted to the class method of presentation. The principles of 
accounting are presented from the viewpoint of the business man, who 
needs certain information in order that he may control future operations 
of his business. With other texts, bookkeeping is presented from the stand- 
point of the bookkeeper. Problems and short sets for practice work are 
contained in the text. 


PUBLIC ACCOUNTING AND AUDITING. For students who have 
completed a bookkeeping course. For use in schools that offer courses in 
"Higher Accounting.”’ Published in two volumes; also in pamphlet form 
for teaching by correspondence. All questions and problems taken from 
C. P. A. and Institute examinations. Used in over 100 Universities and 
Colleges this year. ; 


HOLMES’ PERSONALITY AND SALESMANSHIP. Published in one 
volume, divided into six different parts relating to The Trend of Business, 
Getting Into Business, The Self-Development of Personality, Buying, 
Selling, and Advertising. 


PETERS’ COMMERCIAL LAW. A text in which the subject matter 
is plainly expressed in common terms enabling the student to readily 
understand the principles of law discussed in each lesson. Specific cases 
used to illustrate various topics, giving the student a practical application 
of the subject under consideration. 


ROSS’S BUSINESS ENGLISH. A text designed for a short course in 
Business English and Letter Writing. A thorough treatise on essentials, 
omitting technicalities. 


20TH CENTURY TOUCH TYPEWRITING. Emphasizing finger gym- 
nastic drills. A manual which arouses the interest and enthusiasm of 
the student from the beginning. Progress by graph. 


PETERS’ BUSINESS SPELLER. Five thousand words classified ac- 
cording to nature of business. Pronunciation, syllabication and definitions 
shown. Not an ordinary speller. 


THE LESLIE METHOD OF BUSINESS WRITING by S. E. Leslie, A. B. 
A system of arm movement writing for use in normal schools, high schools, 
parochial schools, and business colleges. Im course of preparation. 





SOUTH-WESTERN PUBLISHING COMPANY 
309 West Third Street 
Cincinnati, O. 








